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Overview Objectives
By the end of this chapter, you will be able to:
» Define terms, concepts, and procedures

» Process Transfers
» Process Job Share
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The Transfer action is used whenever an employee was previously
entered info AASIS and is transferred either within an agency or across
agencies. The employee’s master data information will be stored in
AASIS so the receiving agency does not need to re-enter this data. The
Personnel, Time, Benefits and Payroll Administrators will be notified via
the SAP Inbox.

Stoplilhinki"Remember!

If an employee is transferring within the agency, the person with the
role of Agency Personnel Management, or CLJ Personnel
Management will perform the Transfer Action.

For all employees transferring across agencies, OPM/State Payroll will
perform the Transfer Action.

AASIS Support Center, V3.0
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Job Share

The person with the role of Agency Personnel Management
MUST adjust the ‘Employment percentage’ field on the
Planned Working Time infotype 0007, when processing the
personnel action (PA40) for the job share employee.
Otherwise, an overpayment may occur if the employee is in
an exempt position. Also, the employee’s annual and sick
time will not accrue appropriately.

Concurrent Employment

Concurrent Employment Action should be processed by OPM/State
Payroll Systems.

All Concurrent Employment Termination Actions are processed
by OPM/State Payroll Systems.

AASIS Support Center, V3.0
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Note:
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Exercise Scenario #11

An employee is laterally transferring
within your agency. Perform the
Transfer Action.
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Demonstration

@ [ ransfer

Human Resources > Personnel Management >
Administration > HR Master Data > Personnel Actions
(PA40)
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2. Enter the employee’s
Personnel number.

3. Enter the Transfer effective date.
Ferson group pa..| [}

AASIS Support Center, V3.0
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Note: The effective date must not be earlier than the
beginning of the first pay period of the fiscal year.
For example, an action initiated on 7/6/04 may have
an effective date no earlier than 6/20/04.

If it is necessary for the agency to have an effective
date beyond the first pay period of the fiscal year
limit, the agency must send a request with
justification to State Payroll Manager at the Office of
Personnel Management/State Payroll (fax number
501-682-5094) for approval.
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6. Select the reason for the transfer
from the drop-down list.

7. Enter the employee’s new position number or use
the drop-down list to select the new position number.

AASIS Support Center, V3.0
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Note: The Reason code selected for the Action infotype 0000
must correspond with the Reason code selected for the Basic
Pay infotype 0008.
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e 11. Select the employee’s

personnel, time and payroll
administrator from the drop-down
list.

| Additional fields — 12. Select the employee’s benefits administrator from
Benefits Administrator 128 Pl the drop'down Iist.
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NOTE : When the agency personnel with the
role of Personnel Management, Personnel
Specialist or Employee Benefits Specialists
uses the transaction code PA30 Maintain HR
Master Data to update the Contract field on
ITO0O01 Organizational Assignment, the 2nd
Program Grouping field on ITO171 General
Benefits Information infotypes will automatically
be updated. The start date entered on the
ITOO01 record will also be reflected on the
ITO171 record.
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19. If no information is entered, click the RED X to cancel.

15. You may select multiple task types to
Monitor from the drop-down list, i.e..
‘End of Probation’.

E 16. If necessary, enter the new ‘End of Probation’ date.

AASIS Support Center, V3.0
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Note: This screen is optional. If you do not want to
store any information on this screen, then skip to step
19.
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Business agdress

1509 Yiest Tth Streat

Litie Rock
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20. Verify the employee’s
business address and telephone
information. If necessary, change.
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This infotype is optional you may
skip this screen and go to the next
record by clicking on the Red X to

cancel.
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Copy Addresses

_27. Ilck Enter. 28. Click Save.
& . FRaT

5 S
1273175933

9121 Sulpha Springs
Agdress line 2
City Little Rock
Etaiip Code AR AkanGan T4
County Koy [ ]
Telephona number / A
— 26. Verify the employee’s
Type Humbes Exta

permanent residence address
and telephone information (optional).
If necessary, change.

Numibies Cxte
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Work schedule rule

Work schedule rule OPENDE
Time Mgmt status 1 - Time evalyation of actual times =]
Warking week Sunday to Satuday ]

Cpen Schedule 8 hours

[ Parttime employee

Warking time 29. If necessary, change the defaulted
Employment percent 100.08 / informatio:'ly, g

Dailyworking hours 9.00
Weekly working hours 40.08
Maonthly warking hrs 173.33
Annual warking hours 2080.00

Weekly workdays

@ Mew default for work schedule rule: OPENOS I [Pa30 bEl sapetr OVR 2
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Note: The Reason code for the change to the employee’s
Basic Pay infotype 0008 must correspond with the Reason
code selected for the Action infotype 0000.
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Questions and Answers
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